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FI RST ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e adm ni strative positions, the
maj or duties of which include assisting the Fire Chief in
preparing the departnment budget and overseeing the financial
operations of the departnment, managing the records-keeping
functions of the departnent, and supervising personnel
functions. The Assistant Fire Chief nay al so conmand emer gency
scene operations and participate in the handling of emergencies
i nvol vi ng hazardous materials. Empl oyees of this class work
primarily independently, performng nost duties with little
supervision. Work of the class is reviewed directly by the Fire
Chief. This class ranks immediately bel ow that of Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Manages t he operati on of assigned fire departnent adm nistrative
functions. Oversees accounting for nmoney and assets of the fire
departnment. Authorizes the expenditure of funds, nmaking sure
that such expenditures are in accordance with the budget.
Gat hers information for and assists the Fire Chief in preparing
both an operational and a capital outlay budget. Over sees
preparation of payroll.

Participates in the research and planning for prograns and
activities of the departnent. Recomends nmnagenment policies,

goal s, and objectives. Assists in determ ning how the
departnment should be organized. | nspects operations of the
departnment, evaluates these, and takes appropriate action to
correct or inprove problem areas. | nvestigates all accidents

i nvol vi ng departnment equi pment or personnel.

Moni t ors and eval uates | ocal conditions which may becone fire or
saf ety hazards. Reconmmends changes i n departnment operations that
will help the city obtain favorable 1SO ratings.

Wor ks wi t h boards, agencies, unions, and ot her groups whose work
affects the operation of the fire departnent. St udi es
|l egislation to determine if changes in department policies or
procedures are needed.
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Reads correspondence addressed to the fire departnent and
deci des what type of action should be taken in reply; wites
letters in answer to requests or needed to handl e probl ens of
the fire departnent. Provides for and supervises the
preparation and mai ntenance of all departnent records. Wites
requests for grants or other special funds to aid in the
operation of the fire service. Wites specifications for new
fire departnment equi pnment and prepares these for public bids.

G ves tal ks and denonstrations to inform the public about the
work of the fire department. Answers question for the public
about the operation of the fire departnment or any rel ated areas
of emergency nedical services.

Di rects energency scene operations i ncluding rescue and over sees

saf ety procedures. Participates in handling energencies
i nvol vi ng hazardous materi als. Assi sts arson investigation
per sonnel .

Supervi ses subordinate enployees in the departnment, making
assignments and approving | eave. Provi des assistance to
subordinates in technical areas of work. Revi ews reports

written by subordinates and discusses their work perfornmance
with them Mintains discipline.

Tests or directs the testing of fire departnment equipment to
assure that it neets all applicable federal, state, and |oca
st andar ds. Purchases equi pnment and supplies, keeping such
purchases within the established budget. Makes recomendati ons
on maj or purchases for the departnent.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnmi ssion to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid Louisiana driver’s |icense.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.
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At the tinme of application for exam nation, nust be a regul ar
and permanent enployee in the class of Second Assistant Fire
Chi ef .
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